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MEMORANDUM FOR: 


SUBJECT: 


4 November 1965 


DD/P 
DD/I 
DD/S 
DD/S&T 


Guidelines Tor PCE and DDCI 
spas Functions eae eee 
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- & This memo transmits aes for preparation of 
vee preted b MED cn riyin ye 
memoranda’ a et and DDCI p proposing epee ist meetings 


Se en ann eas ae 


andjfer luncheons or aneste 


L. K. White 


Executive Director-Comptroller 
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GUIDELINES FOR BGE-AND DDCI SPECIAL FUNCTIONS “4%. *.! / 


4 
Dey ce BEC4 
1. Memo should be submitted to DCI and DDCI through the 14 


4 he ad 


Executive Director recommending that special function should be held. |: yaa 


/ ale tf. 1 ETD Root Aa ats. ke fs = 
Z ‘ i 


a. The purpose, place, time,, proposed guest list and 
seating arrangement should be enclosed. 

b. Biographic information must be furnished on the 
none guests. 

2. After approval has been given by the DCI or DDCI, a copy 
of the guest list and seating arrangement with requests for special menu, 
beverages, place cards, etc., should be turned over to the Admin. Office, 
O/DCI for preparation of invitations, reminders, menu, flowers, and 
billing. 

3. The host component should make the necessary security escort 

at Pe fe FS eee Ped 
arrangements." — ; 


4, When appropriate, the host component should spell out any 


MH tree 


host should be made aware of all facts. 


amities and toasts. In the event there is to be a gift presentation, the | 
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